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WHO IS PUBLIC CONSULTING GROUP (PCG)

Public Consulting Group, Inc. (PCG) is a management ctingufirm committed to providing the highest ley
of service and quality products to state and Igcaernment clients and assisting them in endeaeoeshanct
revenue, reduce costs, increase operal performance, improve efficiency and streamlimehnhology.
Established in 1986CG focuses on targeted lines of business and itdirtgulasting client relationships in tt
areas of education, government finance and heattthaman servic.

PCG EDUCATION

PCG Education has achieved numerous successes workithlg Sehool Districts, State Departments
Education and Medicaid Agencies across the neince 1992 Working with schoodistricts ranging in size
from 200 students t435,000 studen, PCG offers full service consulting integrated withovative and scalab
technology solutions to address the changing nektte K-12 education community
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EasyTRAC™ GENERAL INFORMATION

Security

All EasyTRAC™ information is confidential. The server usesuecSocket Layer (SSL) technolo
to encrypt all information as it flows across theernet. This is the same technology tonline
merchants and banks use to protect your creditroamber and other sensitive informat

Please adhere to the following procedures to ersaaarity
= Do not give your account name or password to anyor
= Do not write your password down where iican be seen by others.
= Do not save documents or reports to an unsecured roputer.
= Always log off of Easyirac™ and close your browser when you are finishe

Note: EasyTRACM will automatically log you out of the system afta periodof inactivity.
Navigation

EasyTRAC™ is menu bar drimewith tabs along the top on the screen thaised to navigate through
the system. Clicking different tabs takes the tgelifferent parts of the databa:

&syT'm Empowesing Edlscators with Toals for Spacial Education

Log Out | Main Menu | Students | Wizards | Schools | Reports/School System | Users | My Info || FCG | Training Videos

Saving Changes

After a change is made it is very important tolclibe ‘Update the Database’ button at the bottor
each screen to save the changes. ‘Update the &3a&fals equivalent tSavi. Any information
entered will be lost if Users forget to click ‘Updae the Database’.

[ lUpdate the Database ]

Important Symbols in EasyRAC™
Below is a list of icons and a description of fuactlity for each that appears on many system p

Eg Help - This link shows general help information. SeelEnd User Manual fo
: updated, specific informatic

" e ‘ Drop down men - Only one selection can be made. Click once omthg box anc
| select an option.

Check bo - More than one selection can be made. To add aovera check, clic
|:| once on the box.

| %% | Spell Check icc — Click on the icon to launch the spell check funetior a specific
text box.
Calendar icol— To add a date, click on the calendar and scradiugjn the screens
" find the appropriate da
v White Check Mar—Special Education eligibility date was not entefidstuden:
e Green Check Mar—Nothing (IEP nor Special Education eligibility)aserdue ol
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Red Stop Si—IEP is overdu

Yellow Yield Sig—IEP is coming du

Yellow Yield Sign with a “T—Tri-Annual/B-Annual Eligibility Review is coming
due

Red Stop Sign with“T” —Tri-Annual/Bi-Annual Eligibility Review is overdt

® e

Logging Into The System
1. Open a web browser and enter your district's URIth@ address bar. We recommie
that you save this to your favorites or add a «cut link to your desk togYou will
then login to th&easyTRAC ™site.

e —

S A A } _:E, https:,l'_,l'_guz 12.pcgeducatin_|:|._cnm,l'pa yourdistrickname =

My URL is: https://gd.2.pcgeducatiocom/
2. Enter your usernamn-- (First initial <NO spacetast Name).
3. Enter your passwor
4. Click the ‘Login’ button

Note: Your username is not case sensitive. Your passws

r |
_,’_':J .:)y

Enter your account name and passveord then press the login button to access your
account

Forgot Your Password?

Hame: ‘

, Passvrardy ‘
. " S
* Lo

Note This is a webbased system. You can gain access using your nantepassword through an
Internet service provider on any computer with Imteet access.

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 5
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MAIN MENU TAB

Message Board
To inform Public Consulting Group of any issue, suggest that useisend us a messe via one of the
following links on theEasyTRAC™ Main Menupage:

.L{:u; Out | Main Menu | Students | Wizards | Schools | ReporisiSchool System | Users | Ky Info Iﬁl FCG | Training Videos

EasyTRAC™ Ver. 10.8 Message Board

Send us a Message /| My Messages
Review the License Agreement

To send a Question, Bug Report, Comment or Sugge

1. Click ‘Send us a Messag

2. Select which type of message you would from the Message Tyf' drop down box.

3. Type the subject of your message in‘Subject’ box. Be as specific as possil

4 Enter your email address in t'Your e-mail addresshox so PCG can respond to yc Your

e-mail address wilhutomatically populate ifour email is entered under tMy Infotab.
Add your message to the text k
Click once on theSend Messag button.

oo

4
Send Message to PCG, Type: Question
Subject: | Medicaid Fee-For-Service | Your e-mail address: rgilleo@pcgus.com

Enter the message below:

Please review the record for...

Send Message

Question, Comment, Suggestiortdse these links for all questions, comments, stutlamsfer requests
suggestions. Messages will be handled as theyumittec

Bug Report: Use this link whe a featue or function of EasyTRAT is not working correctl

Once PCG responds to your message, you will re@iw-mail informing you that you have a new messac
EasyTRACM. All messages and message responses are semtalhyt within the system in ordeo keep
sensitive information secure. Once you have reckiv reply, theNew Mail’ link will appear on youiMain
Menunext to theMessage Boarchessage optior

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 6
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EasyTRAC™ Ver. 10.8 Message Board = new mail

Send us a Message / My NMessages
Review the License Agreement

To access your new message, you can do one afltbeifng:

1. Click on ‘New Mail’
2. Click on the My Message: Link

Choosing either of these links will direct usergtte following screen, which displaNew Messagess well as
stores a userBrevious Messages.

Messages for Robert Gilleo = New Mail

This page displays all of the messages you have sentin the EasylEPTM system and the responses that you have received. If you have messages you have not read, a "New
Messages” section will appear atthe top of the page. Below any new messages, a "Previous Messages” section will display all the messages that you have previously sent or
received.

New Messages

Fri ite | Date | Subject |I.|essage‘Age(hnminJ|
Robert Gilleo Dl 08/12/2007 2D'DE'DIJ| RE: Medicaid Fee-For-Service| Test reply 0:01

Previous Messages

—

From Site Date Subject &es}gﬂe/ To Site Read?| Replied?| Age (hrzmin)|
081212007 Plea: wiew the record Message Yes 003

Robert Gilleo gacobb 120:04:00 Medicaid Fee-For-Service for Help Desk Board

Once you have read all new messages, you will ngdpsee theNew Mail’ icon on yourMain Menuscreen.

Message of the Day
Below the Message Boardgou will find the Message of the Day This message is edited by your distri
administrators and will alert you of any importinformation. Please check this message ' to stay informed

with districtwide changes or updat

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 7



=B

—_—n
=
o EASYTRAC
H ] ”ﬁ - Documenting and Tracking Services Provided to Students
PUBLIC CONSULTING
GROoup

Files Available Online for Viewing/Printing

At the bottom of théMain Menupage you will see various files that le been made available to you for view
or downloading. Instead of sendir-mail attachments to everyone in your distraaministrators or PCG staff
will often upload the necessary file to the maigeafEasyTRACY. To view a file, click on the nar of the
file (denoted by &lue hyperlink). The file will open and you will havie option of saving it to your compute
When you are finished viewing the file, click ore'Main Menutab at the top of your screen. Do not close
browser as you are still logged inEasyTRAC™

Changing Passwords

The first time you login t&easyTRAC(™ you should change your password to something ymlyknow. Pleas
click on theHow to choose a good passw hyperlink if you need help.

To change your password:

1. From theMain Ment — Click on the ‘My Info’ tab.
Help | Log Out | Main Menu | Studentz | Wizards | School System | Uzers | My Info | PCG
2. Enter your current passwe at the top of the screen.
3. Type your new password in both tNew Password’ and ‘Newad&swor: (to verify)’ fields.

4, Click the ‘Update the Database’ butt

h
Update Information for Roberto Gilleo
Please enter your current password: | *e*esess ES (required to make any changes on this page)

To change your current password,
enter the new password in both of the following areas
(See How to choose 3 good password)

Hew Password: LTI

New Password (to verify):| |essess

First Middle Last Suffix
Name:

Roberto Gilleo £
User Code: PCGTest
Title: TestUser ?
Address: 1234 Test School Drive ?
City, State, ZipCode: | Somewhere 7 lea |7 [12345 2
Home Phone: 404-555-1212 ?
Work Phone:  |678-555-1212 ?
E-Mail Address: | Roberio.Gilleo@pcgus.com ?

I Update the database 7

After updating the dataka, a confirmation box will displ. By clicking ‘OK’ in the confirmation box, you Wi
have successfully changed your password. Thetimgtyou log intcEasyTRACM, use your nevpassword.
District system administrators will have the akilib change your password should you forget it @ngdu are

unable to log in. The ‘My Infotab is also the place where your contnformation is stored. Please ensure
your e-mail adress and phone number are corri

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 8
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MANAGING SCHOOLS

Adding Schools to EasyTRAC™

1. Click the ‘Schoolstab at the top of thMain Menuscreen
2. Click *‘Add new schoc¢

Log Out | Main Menu | Students | Wizards |§Sch00|s§| ReportsiSchool System | Users | My Info || PCG | Training Videos

Select a School

Cp School Name Abbrev Code Address City, State Zip Phone Email
Acre Charter School ACS Test | 60 Church Street | Philadelphia, PA 19104
Flower Schaool FS Test | 100 Main Street | Philadelphia, PA 19104

Ileadowview School District | MSD | Test | 500 S. Main Street | Philadelphia, PA 19104

South Harbor School SHS Test | 559 Major Drive Philadelphia, PA 19104
William Hardv Academy WHHS | 123 | 1225 Apple Drive | Philadelphia, PA 19167

SEEEEE
e e 0 0 0 e

Wonderful Charter School |Demo |Test | 123 Foster Drive | Philadelphia, PA 19131

(6 Schools)

| Add new school I

3. Complete the required information and cl' Update the Databa’
Note All students in Early Intervention wi need tdbe assigned to an EI specific school. As 1

students agesut of Early Intervention, they will need to kmovedto a new school ir
EasyTRAC™.,

Removing Schools fronkasyTRAC™
1. Click on the School’ tab at the top of th&lain Menuscreen
2. Click the name of the school you wish to renr
3. Click ‘Delete this school from the datalk’

Note All students must first be 1-assigned before you may delete their sch

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 9
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Edit School Information for Acre Charter School

School Name: [Acre Charter Schoal | %

Abbreviation: EN

[0 External School

School Code: 2
Type of School: &

Length of School Day: %

Address: [50 Churen Street |9
City, State, ZipCode: [Philadelphia | 2 [Fa |9 [1g104 | @
Phone Number: | |9
Fax Number: [ 9

E-Mail Address: | |

Update the Database )
.

Delete this school from the database [
.

MANAGING USERS
Adding Users to EasyTRAC™

1. Click on the User¢ tab at the top of thiain Menu
2. Click ‘Add New Use’

Lag Out | MainMenu | Students | Wizards | Schools | Reports/School System | Users | Myinfo | [0Z]| PCG | Training Videos

Criteria for Selecting Users to View

School: |41l Schosls v| %

[0 ACCESS Administrator [ Related Service Provider
O School System Administrator O Special Education Teacher
[ Psychologist [ Unassigned

User Last Name: | |OExactMatch %
User First Name: [ |OExactMatch ¢
Title: | |0 ExactMatch 9

User Code: | |OExactMatch 2

Sort List By: *

User Types: %
(check none to get all user types)

View User(s)

View Previous Search Results

Add New User [

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 10
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3. Complete the fields at the top of tpage. Not¢hat EasyTRAC™ does not require
user’s address information. However, your distmety choose to capture tt
information.

Note Each user must be assigned a User Type. This lievel of permission associated wi
that user’s role. The “Related Service Provider” erstype is generally acceptable for i

clinicians and therapists. A user type is requirpdor to a user havilg the ability to login to
the system.

Each user imported will be assigned automaticallya the “Unassigned” user type. This
must be updated prior to a user logging into the stem

Add New User
Name: First Middle Last Suffix
£
User Code: o5
Password: 2 {See How to choose a good passwaord)
Password (again): 2
Title: ?
Address: ?2
City, State, Zip Code: N ? ?
Home Phone: 2
Work Phone: 2
E-Mail Address: 2
User Type: v &

Note Users are automatically added to all schools retsystem. There is no need to se
which schools the user is responsible fi

4. Select those services the user should have aapssvide by checking th'Can Provide’
checkbox.
a. ALL serviceproviders MUST hauv certificationlicense information saved in tl
system. Click theCertified’ checkbox and also populate the certification infation.
b. Itis important NOT to select‘Approver/Supervisor’ unless this user should hav
the ability to APPROVE this type of service.Generallyonly ACCESS Coordinatol
or Special Educatic Admins should have thé\pprover/Supervis¢ check box
checked.
Note See pages 31-3&f this manual for directionon how to make a user/administrator ¢
approver in the system.

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 11
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Related Services

Can Provide Approver/Supervisor ‘Overall Supervisor Certified Certified By

Audiology r r I | r | |
El Re-Evaluation/Assessment I r r -No Supenvisor Available-| T | | |
El-Audiology I r r [ -] | | |

5.

Scrdl to the bottorrof the screen and cliclAdd User to Databa’

Editing User Information inEasyTRAC™ (Resetting Passwords)

ahrwONE

Click on the User¢ tab at the top of th&ain Menuscreen
Search for the user that you wish to

Click theuser’'s nam

Scroll to the field you wish to edit and make thage

Scroll to the bottom of the scre and click Update the Databa’

Removing Users frontasyTRAC™

NS S

Click on the User¢ tab at the top of th&lain Menuscreen
Search for the user that y wish to edit
Click the user’s nan

Scroll to the bottom of the page and cl' Delete this user from tl database’

Update the Database o

View User Activity

View User Changes

Delete this user from the database

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual
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MANAGING STUDENTS

Adding Students to EasyTRAC

1.
2.

3.

Populate the

Click on the ‘Students’ tab at the top of Main Menuscreen
At the bottomof the scree, select the schodom the drop down bc then click ‘Add
new student to’

Log Out | Main Menu | Students | Wizards | Schools | Reports/School System | Users | Wy Info I\ PCG | Training Videos

Criteria for Selecting Students to View

Grade Level: All Grades v| %
School: Al Schools v e
Student Last Name: [ Exact Match ¢
Student First Name: [ Exact Match ?
Student Middle Name: [ Exact Match ¢
Student ID: [ Exact Match 9
PA Secure ID #: [ Exact Match
[0 General Ed OJ Special Education Eligibility [J IEP
Status: O Child Study O Special Ed [ Discontinued
[ Referral

Medicaid Status: O Has Medicaid Number
Sort List By: Students LastName v o

[ View Stuierss |08
Advanced Student Search

l —no assigned school-__v| 7 9

Enter the studeist demographic information

‘PA Secure ID’#ield

Note This is a REQUIRED fielcin Medicaid claiming. Services will ndée submittedor
reimbursement without this IDhumber ir-place.

1. Click on the Students tab at the top of thilain Menuscreen
2. Search for the stude
3. Click on a student’s name; this brings you toPersonal Informatio page
4. Populate the PA Secure ID fie
5. Scroll to the bottom of theage, and click ‘Update the Databs
Personal Information for View: [workspace v
Name: . First Middle Last Suffix
Micole Barns ke
__Student ID: TEST2010
PA Secure ID #: @j Medicaid Number:
Date of Birth: 01102001 ||LE % (Age: 11 Years) Place of Birth: ?

Gender: Fernale | s Prim. Language: CHINESE (MANDARIN} v ?
Grade: 4h Grads v ? Language of Instruction: ¥ ?
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Removing Students frorkasyTRAC™

1. Click on the ‘Sudent’ tab at the top of th#lain Menu

2. Search for the student that you wish to removecioll ontheir nam:

3 Scroll to the bottom of the page and cl'Make this student inacti’ Click on the
‘Students’tab at the top of thMain Menuscreen

4. Search for the stude

5 Click on a student’s name; this brings you toPersonal Informatio page

--- Parental Consent to bill for Medicaid Services ---

Signature Date: Begin Date: End Date:

Update the Database )

| Make this student inactive i

PARENTAL CONSENT
Verifying Parental Consent has beeibtained

The Parental Consent dates aREQUIRED for Medicaid claiming Serviceswill not be submitted
for reimbursement without this field being populat.

1. Click on the Students tab at the top of th®lain Menuscreen.

2. Search for the stude

3. Click on a student’s nar

4. Scroll to the bottom of the page Parental Consent to bill for Medicaid Servic

5. Enter theSignature Dat, Begin Dateand theEnd Date this will allow for Medicaid
billing for service

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 14
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--- Medicaid Eligibility Dates ---
Begin Date: End Date:
\ --- Parental Consentto bill for Medicaid Services ---

Signature Date: Begin Date: End Date:

Update the Database o

Note If a parent does not give consent for Medicaidlivig during the next IEP meeting, you mus
enter the date the parent was notified and refusedjive consent; this will prevent Medicaid billir
from occurring for services after that date. This is entered in tharental Consent to Bl for
Medicaid Services confirmi#on screen when entering in new date

[gl Confirm Events for

Please confirm the following new event(s) for Felicity Heathman by checking the appropriate checkboxes. Also, fill in any missing information, and correct any incorrect information.

O Medicaid Consent Sighature Date: [07012012 Consent?: *| Medicaid Consent Begin Date: Medicaid Consent End Date:

Note: There has been a lot of misinformation about ParahConsent in the last few years. Parel
may need clarification and assurance that schooéthpy will not impact private therap

A blank Parental consent form in Spanish and in Eligh can be found on the main menu page
EasyTracV, in the documents section EasyTrac™, and in the document library of the PA SBA
website:http://www.publicconsultinggroup.com/client/paacc#documents. htn.

A copy of the signed Parental Consent form shcbe kept with the student’s fil the original
should be sent to your district coordinat:

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 15
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Current IEP DATE
Verifying that the Current IEP Date has beemtered

The Current IEP date iREQUIRED for Medicaid claiming Serviceswill not be submitted for
reimbursement without this field being populat.

1. Click on the Students tab at theMain Menuscreen

2. Search for the stude

3. Click on a student’s nar

4. Click the ‘Special Educatic Eligibility’ tab at the top of thé&ersonal Information fo
screen

5. Enter the Primary Disabilit” and “Begin Date’of the current IEF

6. Click ‘Updatethe Databas

Eligibility Information for e
Referral Date: -nane-
Special Education Eligibility Date: ? Eligible? Mo
lCurrent IEP Date: 2

isabilities: ?
Primary: |-none- l

Secondary: |-none-
Third: -none-

LA I3

Update the Database @

7. Confirm that the IEP Meeting Dat” and “End Dates’are correct by checking the b
to the left of the IEP Meeting Dat”
8. Click ‘Update the Databa

Confirm Events for

Please confirm the following new event(s) for Dominique Barns by checking the appropriate checkboxes. Also, fill in any missing information, and correct any
incorrect information.

[EFEFI Meeting Date: 07/01/2012 IEP Begin Date: |07/01/2012 |IEP End Date: |07i01:2013

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 16
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RELATED SERVICES

Adding Related Services

Click on the Students tab at the top of thilain Menuscreen

Search for the stude

Click on a student’s nan

Click the Related Servic¢ tab at the top of th®ersonal Information for __ screen
Click ‘Add Related Service

agrONE

Related Services for Will Test Student

There are no Related Services for this student yet.

Add Related Services |5

6. Select the services that nito be added from the dropdown

Note: The Frequency, Duration and Location fields ARE NOEquirec

IEP Meeting , \dd Related Services for Will Test Student

Special Transportation

Fsycholagical Evaluation

El-Speechi/Language/Hearing

El-Teachers of the Hearing Impaired |minutes [V] per|week ["] | [V]
—El-Cccupational Therapy

El-Physical Therapy [minutes [+ | per[week  [+]|| [+]
~El-Fsychological Evaluation

El-Vision [minutes [+ | per[week  [w]|] [+]
—El-Mursing - LFM

El-Special Transpartation |minutes[v]per|week [v] | [v]
- El-Personal Care Assistant

El-Audiology

El-Mursing - RN v|of any one type, you must update the database, then return to this page

Update the Database a9

7. Click ‘Update the Databas

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 17
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PHYSICIAN AUTHORIZATION

The “Doctor AuthorizationBegin” and “End” date fields are REQUIRED for Medicaid claiming
Services will nobe submitted for reimbursement withoutese fieldeing populate.

1. Click on the Students tab at the top of thilain Menuscreen

2. Search for the stude

3. Click on a student’s nan

4, Click the Related Service menu button

5. Click ‘Details’ for the service you wish to enter Phian Authorization date
F I:l SpeechiLanguage Therapy ‘EU ||m|nutes v|per|week v| F F 2.00
| I:l CQccupational Therapy ‘30 ||minutes v|per|week v| Fl F 2.00 -

6. Enter the Begin and End dates and then ¢ Update the Databa’

Related Services Details for John Jones (Audiology) = New ail

Service Name: Audiology
SubArea: | 2

Provider: | = 2
Dates Service Provided: Begin: ? | End: 7|

I Doctor Authorization: Begin: ? | End: 7| I

Group Size: [-unspeciied- =]
Location: [ R s

Update the Database )
*

A blank Medical Authorization form can be found othe main menu page of EasyTr™ and in the
document library of the PA SBAP websit
http://www.publicconsultinggroup.com/client/paaccgdocuments.htn.
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ENTERING ADDITIONAL DOCTOR AUTHORIZATIONS

The “Doctor Authorization Begin” and “End” date fidds areREQUIRED for Medicaid claiming
Services will nobe submitted for reimbursement withoutese fieldeing populate.

AT THIS TIME, if you UPDATE the “Doctor Authorization Begin” and/6End” date fields, the
previous date will b OVERWRITTEN. YouMUST add an additional Related Service in orde
capture an updated Doctor Authorizatidn order to capture additional Doctor Authorizati®egin
and End dateg$ollow the below step

Click on the Students tab at the top of thilain Menuscreen

Search for the stude

Click on a student’s name; this brings you toPersonal Informatio page
Click on the ‘Related Services’ tab at the topha scree

Click on the ‘AddRelated Service’

Select the service that needs to be added fromrtpown lis

Click ‘Update the Databas

Click the ‘Details’ button of the newly entered Rigld Servic

Enter the newly attained Doctor Authorization d

©CoNORAWNME

Note: This will cause the student to Hlisted twice (or more times) on the provider’s Lagg
Wizard screenThis has caused some confusion when logging sers.

[% Speech/Language/Hearing Logging Wizard (Select Students) = rew sl

This wizard will guide you through logging senvice dedivery time for your
students. Please select the students for whom you would like to log
senvice delivery time

F Wednesday Addams (New IEP)|¥ Blue vy F Mark Steffan

F ‘Wednesday Addams (Old IEP) |¥ Robbie Johnson M Kingston Steffani
¥ Jennifer Applegate ¥ Andrew Martin @ Philly Student

W Howard Bean ¥ Marty Martin F Tony Sullivan

F Wory Blue W Martina McBride ™ Jessica Test

W Betty Boop ¥ Mickey Mouse F Samantha Thompson
¥ Thomas Brady M Minnie Mouse  Tina Thompson
¥ Baobby Brown F Fig Newton P Justin Timberiake
W Charlie Brown M Jonathan Papelbon F Rurnor Willis

F Felicity Heathman F Peppermint Patty * Tallulah Willis

F Lonnie s F Katy Perry

In order to avoid confusion,populate the “SubArea” field in the Related ServiceDetails scree..

Related Services Details for £ New Hail
Service Name: Speech/Language/Hearing
SubArea: Old IEF ?
Provider: | =7

Dates Service Provided: Begin: 7 End: 7

Doctor Authorization: Begin: ? [0501/2012 End: 7 [os012013 | [E)
Group Size: -unspscified- -7

Location: | =2

Ty

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 19



=T
11

EASYTRAC

Documenting and Tracking Services Provided to Students

PUBLIC CONSULTING
GROup

MANAGING CASELOAD S
Using the Caseloaddministration Wizard

1. Click the Wizards tab from thdviain Menuscreen
2. Click the ‘CaseloacAdministration Wizard’ link.

Log Qut | Main Menu | Students ||Wizards|| Schools | Reports/School System | Users | My Info || FCG | Training Videos

Available Wizards

Speech/Language/Hearing Logging Wizard
Speech/Language/Hearing Group Logaging Wizard
Service Log Approval Wizard

Caseload Setup Wizard

Caseload Administration Wizard

3. Search for the user for whom you would like to mgendor best results, first try
search by lagtame

4. Click on the user’s nar

5. To add studentsgearch for the student (s) you would like to adthe user’s caseload.

For the besteasults, keep the search as broad as possible]yusyachool
6. Click on the View Students’ buttol

Caseload Setup Wizard - Search for students to add to caseload of Adam Clinician

Grade Level: All Grades v|%

School: All Schools v &
Student Last Name: || [ Exact match
Student First Name: [ Exact mateh

Student Middle Name: [ Exact match
Student ID: [ Exact match

O GeneralEd [ ChildStudy
O referred [ SpecialEd

Status:

Additional Program(s):
Medicaid Status: [ medicaid Eligible
Sort List By: Student's Last Mame v|&

B

7. Check the ‘TeanMember’ check box next to the studés)tyou would like to add t
your caseload

8. If the type of servicthat the user provigehas not been added to the student’s Re
Service table, it can be added by clicking on #eavice on the right side of the scre
(i.e. Speech, OT, et

9. Click ‘Add Students to Caselc’
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Case Manager Team Member

Student School Grade DOB Case Manager Services
Check Al
i Speech/Language/Hearing (Related Services)
- Wednesday Addams | MES 10/31/2005 " Psychological Evaluation (Related Services)

(| Mursing (Related Services)

i Speech/Language/Hearing (Related Services)
(| Jessica Alba JHS 08/02/2000 " Psychological Evaluation (Related Services)

(| Mursing (Related Services)

\ Add Students to Caseload
Add Students to Caseload, then Find More

Removing a Student from User’: Caseload

1. Uncheck thefeam Memb¢ checkbox next to the studésityou would like to remoy
2. Click the Update theDatabase’ button this will remove all of the students y:
selected
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“ON BEHALF OF" FUNCTION

Using the “on behalf of” functior
To begin documenting services for another provigey, will need to select the “on behalf dcon
next to the user’s name for whgwu want to log services.

How to Use the “On Behalf Of" Functiol

Click on the User¢ tab at the top of th#lain Menu

Search fothe usefor whom you want to log services
Click on the user’s nar

Click the “On BzhalfOf” icon to the left of the user’'s name

R\ s

Select a User

Del On Behalf Of CP Name School{s) Students E-mail Address

i *"'-. () | Mark Srmith | -All- 0,2 Related Service Provider | Related Service Provider | SBAPSUPPOR@PCOUS.com

5. A confirmation page will display, click the “I Ageé buttor
6. All activity will be viewed anirecorded as you, but acting on beha the user

Note The “On Behalf Of Permission Agreeme” form needs to be filledbut and returned to PCG i
order to access this functionalit
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DOCUMENTING SERVICES

Using the Logging Wizard

To begin documenting servicatudentimust be added to the providecaseload. Once the dents
are added (and after you hasgetivated the On Behalf Of functional, you will use the Servic

Logging Wizard. Please see thianaging Caseloadssection for more detail

How to Document a Service Using the Logging Wiz

1. Click on the'Wizards’ tab
2. Click the Logging Wizardor the service that you wish log

Log Gut | Main Menu | Students ||‘.".fizards|| Schools | Repornts/School System | Users | My Info || PCG | Training Yideos

Available Wizards

| Speech/lL anguage/Hearing Logaing Wizard |
Speech/Language/Hearing Group Logaing Wizard
Service Log Approval Wizard
Caseload Sefup Wizard
Caseload Administration Wizard

3. Check the boxes for the students for 'm you wish to document servic
4, Click ‘Continue.’

Note: The students listed undkted:No are NOT CURRENTLYeligible for MA services. Th
students listed und&ed:Yes ARE CURRENTLYeligible for MA services
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Speech/Language/Hearing Logging Wizard (Select Students)
This wizard will guide you through logging service delivery time for your

students. Please select the students for whom you would like to log
service delivery time.

Med: No

(Check All] [Check Nore] Select Saved Group: | v|

Felicity Heathman I Mark Steffan Justin Timberlake
Lonnie Iris Tony Sullivan Rumaor Willis
Raobbie Johnson Tina Thompson

GoeGopes)|  [(DosieGuu)

(8 available students)
Med: Yes
[Check Al] [Creck Nenz] Select Saved Group:

Jessica Alba (Med) Justin Beiber (Med) ¥ Suri Carlson (Med)
Jennifer Apple (Med)

GrGmeks)| (Dot

(4 available students)

5. Verify that you are logging a service for the catrstudent
Note The student’s name is listed Bold-Blue letters on the top of your Internet windo

Note Verify the month the service is being loggfor corresponds to the month in the drop dou
box at the top of the logging page, adjacent to g#tedent’s name
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Monthly Service Log for Suri Carlson (Speech/Language/Hearing) (Student 1 of 1 \"5:
Services Provided September 2012
Del| Date _IS_tart End) | Service Gr_oup Status Comments Areas Covered/Assessed
ime | Time Type Size
gi2012 1015 et | o e o Aficultion: Oral Motor Ariculaon
‘ AM : Sound Production Voice: Pitch
9/24/2012 ‘:&OO ’1\%130 Direct Indiv. Progressing |Description of service.... gg&u&agsg&ﬁ;ﬂgﬂmon!\mculan'oni
019712012 ‘;.'IE\I:‘DO ;ﬁSO e Indiv. Progressing %l%\s progressing with her sound articulation. She is producing her /s/ at \Aticulation: Sound Frodiction

" HOTE: Mewly Entered Logs in this table are not added to the database until you confirm the new logs. To add
[~ Loas Previously Entered by Me (saved) new lags to this table, fill in the data fields below and press “Add to table™. To delete any lags youve
mistakenly entered, click on the garbage can icon in the Del celumn

|- Loas Praviously Entared by Someons Else (saved)

= Newly Entered Logs (not yet saved) | Confirm newly entered logs. then allow me to enter more logs for this student |

Prefill from Last Log| (Clear All Data

Date of Service: i |-j: Service Type: v g
2 September, 2012 Start Time. End Time
.| ¢, Today v, ».]
Sun Mon Tue Wed Thu Fri Sat
service Times: P e — . Oam Group Size: v
! [ @[ = - -] % *
& A 4 5 B 7 8 o m Cm
9 10 11 12 13 14 15
1% 17 18 19 20 .21 22
23 24 25 26] 27 28 29 Progiass Repdrt TS
30
Seledt date | ‘
Description of Service:
|
B =

Note When a log is highlighted in teal, this means thée log still needs to be confirmed. If the us
needs to delete the log, click the trashcan nextite newly added log. The log will need to b+
entered.

6. Complete thelata fields for the servi provided, and clickAdd to table to add the
service @cumentation to the above ta

Add Group Service Log Info Nursing (3 Students) = newnait

Service Type: | =

Date of Service:

Start Time End Time

© am © am Group Size: hd I

< pm < pm

Service Times: =M=

D=t O Receptive and Expressive Communication feedback through Listening Technology

O Augmentative Communication:
in the Hearing Impaired Senices

Programming Device O Feeding / Swallowing: Advancement of Diet

O Augmentative Communication: Symboal O Feeding / Swallowing: Compensatory 1 voice: Duration
Discrimination Techniques ’

[ augmertative Communication: Symbal ’ e S R
\dentification [ Feeding / Swallowing: Diet Modification [T voice: Loudness
[ augmentative Communication: Transfer [0 Feeding / swallowing: Oral Motor [ voice: Pitch

[ aural Rehabilitation: Auditary Discrimination  [] Fluency Establish Fluency at Different Levels [T voice: Quality

L sural Rehabiliation: ERTIETESIEN O Fluency: Strategies / Techniques [ voice: Resonance

Technigues

I /dd to Table Ibacktotop
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7. You may document additional services and c'Add to table’prior to confirming and
saving the servic
8. Review the teathaded services in tiServices Providethble. If any of the services &

incorrect, you may press the trashcan icon to rentlo® service from the table. If all
the information is correct, you may select eit
‘Confirm newly entered logs, then proceed to nexdent which will save tle service(s) and
allow you to documerservices for the next stud:
OR
‘Confirm newly entered logs, then allow me to emtere logs for this studel which will save
the service(s) and allow you to enter additionalises for tte same stude

If the second option is selected, you will be broughtk to the previous screen wheyou can
enter a new service.

Notice the ‘Prefill’ button. Clicking on this button will prefill the typical service
information that may not change from one service to thaext, such as ‘Service Type’
‘Duration of Service’, ‘Group Size’, ‘Diagnosis Code’’Description of Service and ‘Areas
Covered/Assessedthus reducing your time spentdocumenting service.

Documenting Group Services

1. Click on the Wizards tab from theMain Menuscreen

2. Click the ‘Group Logging Wizar for the service that you provi

3. Check the boxes for the students for whom you wistiocument servicethen click
‘Continue’

Note You should only check off students that were lretsamegroup session on the san

day at the same time.

4. Complete the data fields that apply to the enticaig for the service you providethen
click ‘Add Student Specific Informatio to add the data thappglies to each specif
student

°)2 Add Group Service Log Info ! E ) o piww
Date of Service: L1 Service Type: [ Ha

Sarvice Times:

=Ers Foam =Ere cam o Group Size: [ Bk

Areas Covered/Assessed: &

Direct
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5. On this page, setethe specific Fogress Report, ent®escription of Servicand select
the appopriate Areas Covered/Assessed for each studwar click ‘Update the
Database’
6. Review the services for each student and at thernadf the page, you have fo
options:

* ‘No, edit these log entrie

» ‘Yes, log these servict

* ‘Yes, log these services, then allow me to loglaragroup serviceOR
= ‘No, | wish to abort this entr

Electronic Signatures

Electronic signatures for completed logs are aeukptfective 7/1/201for all services rendered aft
7/1/2012.

DPW will accept SBAP provider logs that are sigmétth an electronic signature provided
electronic signature meets the following requirets:

* I[dentifies the individual signing the document bs/hername and title;

» Ensures that the document cannot be altered aiesignature has been affixedlimiting
access to the code or key seque

* Provides an audit trail that validates the signi&ntity.

Upon request from DPW, schools must bee to provide a hard copy of the log showing ei
verification of the provider's PIN/password or arual signature. A handwritten original is t
required.

Schools that use electronic signatures must haieewpolicies and procedures in effect rding use
of electronic signatures. Electronically transnatségnatures must be electronically encrypte
transmitted by other technological means desigagutdtect and prevent access, alterai
manipulation or use by any unauthorized persoacdition to complying with security policies ai
procedures, providers who use computer keys otrelgc signatures should sign a statement ass|
that they alone will have access to and use theokepmputer password. The policies, procedures
staements of exclusive use must be maintained anithbi@at the school’s locatic

Paper Logs
Effective July 1, 2012, providers who bill ACCESS$8Iwo longer be permitted to submit paper cla

Paper logs that match the EaBACT™ logging wizards haw been created for end users if reques
Each item on the paper log is mandat\While paper logs can be completed by an end ulte
finalized logs must be entered in ETRAC™ by that end user or the Access Coordinator/Supam
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All paper logs ca be found on the main menu page of [TRAC™ and in the document library of t
PA SBAP websitehttp://www.publicconsultinggroup.com/client/paacs@®cuments.htr.

Printing the Service Log History

1. Search for the student by clicking on “Students’tab from theMain Menu

[Log i | Waaini e | Stigunts | (Wzargs | Bchecks | RepensSonool System | Usars | My info | {031 PTG | Traming poess |
|

ﬂ Criteria for Selecting Students 1o View

Grade Level: El e - &
Sehaal: Ai Scnpely v
Student Last Name: C1 Exact Match 9
Student First Name: T} Exact Match 2
Student Middle Name; ] Exact Match
Student ID: L] Exact Match %
PA Securs 1D #; L] Exact Match
[ General Ed £1 Special Education Ekmbilty £ 1IEP
Status: [ Chald Study [ Special Ed [ Enscontinwsed
[ Referral
Medicald Status: [ Has Medicaid Mumber
SortList By: Swdents Last Hame  w) g
EETT

Abwarnoed Siudond lusach

Search for the stude

Click on a student’s name; this brings you toPersonal Informatio page

Click on the RelatecServices'tab at the top of the screen

On theRelated Services Pa click on the ‘Detailsbutton for the service history y«
want to view

aprwN

Det | Pos NewPos | Related Service Session Length Consuit 7 ESY§ Pct Dis

7
m| 1 Speech/Language/Hearing 2 Derlweek =l |1 |hr = i I |667 m
r 2 Personal Care Assistant 1 Derlday =l IE Ihr 3 i I~ |ooo m m
(m| 3 Special Transportation nerlday =l | |m\nutes;} | I |ooo m m
Percent - Special Ed Services: 0.00
Percent - Related Senvices: 6.67
Total Percentin Special Education 7

Update the Database [N
9
View All Service Details |8
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Scroll to the bottom of thRelated Services Detaimge.
Fill in the fields next t the ‘On or After’ or ‘On or Beforetlates in the text b
Click the View Service Log button

o ~No

Log Out | Main Menu | Students | Personal | Parents | Team | Special Education Eligibiity | Related Services | Documents

Related Services Details for Rumor Willis (Speech/Language/Hearing) & new uait

Service Name: Speech/Language/Hearing
SubArea: | ?

Provider: -] 2
Dates Service Provided: Begin: 7 | End: ¢

Doctor Authorization: Begin: 7 [osi1:2012 End: 7 [osn1/2013

Group Size: Indiv. = ?

Location: |0utswde of the Regular Education Classr-:u-:umj ?
Update the Database oa

||.) On or After{[o118/2013 o Beforefozraizots |‘, (2 logs exist from 08/28/2012 to 08/29/2012)

{There are 6.00 hour{s) in a schoal day at MCS)

Note: You may only view a service log for a 90 day ran@ie. If you would like to see a service |
for your entire year, you would pull up three secé logs.one for each quarte

9. After clicking on the View Service Logbutton, the following will appe

Service Log for Rumor Willis (07/01/2012..02/19/2013) = New Mail

Service: Speech/Language/Hearing
Begin/End Date: (unknown) (unknown)
Frequency:

::;"ZZ: Log ID Date Type Provider Duration of Service Start Time End Time Group Size Progress Report Description of Service Areas CoverediAssessed
r 22 |07/19/2012 | Direct | Jennifer Aniston 0:30 0200PN | 02:30 P | Group (2 of more) | Maintaining Description of service. Phonological Awareness | [
r 189 | 10/24/2012 | Direct | Henristta Jackman 0:45 0200PM |02:45PM Indiv Regressing Rumor is regressing in loudness of voice. |21 ;R!S”ESS Detail
Update the Database

10.  SelectFile from your browser tool b

11.  SelectPrint Preview

12.  SelectLandscapédor the print orientatio

13.  Select a print size that is appropriateyou (tests have found the shrink to 80% op
works best for printing

14.  Click thePrinticon
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Requesting That a Service Log Be Remo

1. Follow the instructions listed in tfTo View the Services Log Hist section to view
your service log for student.
2. Click the check box fc ‘Request Removafor the log you wish to have remo\

Service Log for Rumor Willis (07/01/2012..02/19/2013) = new Mail

Service: Speech/Language/Hearing
Begin/End Date: (unknown)..{unknown)

Frequency:
Provider Duration of Service StartTime EndTime  Group Size  Progress Report Description of Service Areas CoverediAssessed
r 22 |07M%2012 | Direct| Jennifer Aniston 0:30 02:00PM | 02:30 PM | Group (2 or more) | Maintaining Description of service. Phonological Awareness m
(ml I1ag 10/24/2012 | Direct | Henrietta Jackman 045 02:00 PM | 02:45 P11 Indiv. Regressing Rumor is regressing in loudness of voice :g:ig ;‘”‘gg”ess =

3. Click *Update the Databas
4. After clicking ‘Update the Databag,’ the following will appear

Request Service Log Removal for Rumor Willis € new uait

Service: Speech/Language/Hearing
Begin/End Date: {unknown) .. {unknown)
Frequency:

Please confirm that you want to request that the following service log entries be removed.

Areas CoverediAssessed

Comments

Date Provider Duration of Service Progress Report

071912012

Group Size

Jennifer Aniston | 0:30 Group (2 or more) | Maintaining Description of semvice.... | Phonological Awareness

Are you sure you wish to request ﬂ
removal of this service log?
Why does this log need to be removed?
[

NOTE: This page only submits a request that a log be removed. The log will not immediately be removed from the system.
To make corrections this service must be re-logged after the existing log is removed

[ |

5. In the dropdown box marke“Are you sure you wish to request removal of service
log?’ choose ‘Ye&to have the log deleted

6. Type your reasons for deleting the log in the test and click or'Request Log
Removal’

7. After a log has been requested to be removed, ngetihie log wil display a red X in the

‘Request Removakolumn, instead of the checkbox. This will remairiil the log ha
been deleted.
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Setting up the Approval Feature

1. Click the ‘Users'tab from theMain Menu
2. Search for the user who v be the approver and click their ne
3. Scroll to theService Certificatior section
4.
approving
5. Click ‘Update the Databa
6.

this user wi be responsible for approvi

7. Click ‘Update the Databg

Service Certifications
Related Services

Can Provide Approver/Supervisor Supervisor Certified Cenrifications
Audiology % m
El-Audiology | view |
EIHEP leeting m
El-Mursing m
El-Occupational Therapy m
El-Crientation and Mobility m

8. This use will now have an Approval Wiza on the ‘Wizardstab.

Check the Can Provid’ checkbox for each service that this usel be responsible for

Scroll back down and check t‘Approver/Supervisorcheckbox for each service tf
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Designate users to be approvéek., Speech Therapists, O" PTs)

1. Click the ‘Users'tab from theMain Menu
2. Search for the usdor whom you will be designating an appro
3. Click their name
4, Scroll to the Related Services sec
5. Check the Can Provid’ checkbox for each service that thisr will be responsible
providing
6. Click ‘Update the Databa
7. Scroll back down anclick the ‘Manage Supervisors’ button
Service Certifications
Related Services
Can Provide Approver/Supenisor Supervisor Certified Certifications
Psychological Evaluation I [ Manage Supervisors
Psychalogy |- View
Re-Evaluation/sssessment ird I
Sacial Work r
Special Transportation =
Spesch/Language/Hearing |‘ m
Teachers of the Hearing Impaired O m
9
8. Select the appropriate approver in the “Overalléuigor” field
Manage Supervisors for Terry Bradshaw (Psychological Evaluation) = new mait
Overall Supervisor: ]sand;. Martin =]
Access Charter I -I
AGM HighSchaol [ ~]

Andy G Martin HighSchool I v
Andy George Elem Schoal [ v|
Andy Martin Elementary Schooll -]

Update the Database

9. Click ‘Update the Databas

Note: You MAY select multiple approvers based on the sihbut only one approver can
approve any one lagOnce the log is approved by one approvecanno longer be approved
by the other approver
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Using the Service Log ApprovaVizard

1.
2.

3.

4.

5.

Click the ‘Wizard¢ tab from theMain Menu
Click the ‘Service Log Approval Wiza’ link

Qrientation and Mobility Group Logging Wizard
[ Service Log Approval Wizard ]

Caseload Setup Wizard

Caseload Administration Wizard

Click thecheck box foithe user whose logs you wish to appi and click “Continue”

Service Log Approval Wizard

This wizard will guide you through approving service logs that were
entered by the users that you are the supervisor for. Please select the
user(s) that you want to approve lags far.

(Check Al) [Check None]

rittany Stamand (Speech/Language/Hearing)

Sort Results By:
v |then|Date of Senvice v

|Stu|:|ent

Continue

Display Logs | Approved Today

To approve the servic click the check box in the ‘Approvebdlumn. Alternatively, yot
could click ‘Check All to approve all logs.
Scroll to the bottom and clic Approve the Selected Service L¢

Approve

Check Al Jll Check None

“ 2025 | SpeechiLanguage/Hearing E;E‘,‘S‘mem

Approve Service Logs Entered by Erittany Stamand (Speech/Language/Hearing)

Date of Date
Service Signed

Areas
CoverediAssessed

Duration of Group
Service Size

Progress

Report Comments

Service Type

Comments about
progress

Voice: Pitch

o7M1/z012 07142012 i .
Voice: Quality

Maintaining

(1 Senvice Log)

Approve the Selected Service Logs
Skip This User / Service and Continue

6.

The last page in the process displays the logsiabed just approved. From here,
can click on Return tcthe Wizards Page’ or click on tihvain Ment button at the top of
the page
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DOCUMENTS TAB

Users have the ability to create a document tisglalys all services logs entered, whether approv
not yet approved. This document can be used fosanyce provider that needs supervisor sign

Printing the Access Billing docume for supervisor signature

aghnNE

Click the ‘Sudent’ tab from theMain Menu

Search fothe studer

Click the student’s nan

Click on the Documents tab at the top of Personal Information fo
Click the radio button to the left Access Billing

Documents:

II
Documents for (=1 New Mail

' Medicaid Parental Consent (English) |© Access Billing

C Medicaid Parental Consent (Spanish)

Letters: (No Letters Available)

Create Draft (will be saved for 120 days) o

| Create Final Document (will be saved) l,

6. The user can complete this document in both a tyaftat and a final format. The dr:

will display a “Proposed” watermark on the top lo¢ {page

Note This printed document can be used when a supsovisignature is REQUIREL

(COTA, PCAand certain Audiologist & Speech/Language/Hearingrsice logs
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Studdent Name: Surd Carlson
Student [D: 2304950

Date of Bivth: 07/26/20012
School Address: 100 Test 51

PA SecurelD: 4569871
Grade: Tih Grade
School Phone: (555) 35351212

Test, PA 55555
Service Provider | Sehool Building
Thoneas Brady | Sample School (SAMPLE)
Stuclent Disability Serviee specialiy
Developmental Delay (3-5 m EI Progran) Personnl Care Assistant

Professional Serviee Log

Progress Service
Indicator Time/Type

Dare '[I]Ir |Call JActivities Procedures
13

4 PIESERce 15 BeCessary
because of a student 5
plivsical disatulity or

127132012 X = ACcofIpayiige sii- 0315 PM - 0325 Moc10 X
dents on school bases or M
Apprvid other veliucles, A PCA

mental health disabulity

Prog [‘ih\in [Mast -llt—[Rrg |Timeln - TimeOur [H:M [Ind [ Gip

Comments: Assist 10 school b nd help up the steps dise 1o physical needs.

SIGNATURES
Provider Signature: Titke: Date:
Supervisors Signatore:” Title: Drate:
*Supervisery signimre {5 required when services are provided
I prarapriessionals
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REPORTS IN EasyTRAC™

Administrators have access to several reports irsfEbrac™
1. Click ‘ReportgSchool Syster from theMain Menu

Lag Cut | Main Menu | Students | Wizards | Schools ||Reports/Schocl System || Users | My Info QQ | PCG | Training Videos

2. Select theeport you wis to create

Reports

Drill-Down Reports

Student Reports User Reports

Service Reports Service Log Reports

(Mone Available) Senvice Documentation Review

Scheduled Reports

Active Student Listing (POF) Provider Caseload Services.
Active Student Listing (xls) Printable Service Report.
Active Student Listing (txt) UsageRepaort (txt
Projected IEP Meetings (PDF) Hours Logged per User.
Projected Eligibility Meetings (PDF) Recent Logins.
Projected IEP Meetings (txf) Caseloads Report.
Projecte jqibility [Meet] Logoed Related Services Summary.
Service Log (xls |l Medicaid

Deleted Log Report (xls) Provider Caseload Report

Deleted Log Report

W lccinn bonthl Surmm
User Infomation (xls).
Percent of Students Receiving Senvices.
Percent of Providers logging Services.

ary Admin Report (xls

Medicaid Eligibility and Parent Consent Repo
Senvices Report {txt

Active Student Extract

» Service Log Report (xIs} This report can be generated to show various detail service log
that have already been entered into EasyTrac, sast

* Approved and Unapproved lo

» Total Time of anyrelated service (to ensure that a student is natai®ing more thar
what is stated in the IE)

« Determining which students received services onethday in order to log Speci:
Transportation

» Deleted Log Report Fhis report can be generated to shwhich service logs have be¢
deleted from the system
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» User Information —This report can be generated to show various usetadls, such a
e User Type
e UserID
e Certification Information
¢ Number of students on caselo

» Provider Caseload Repo— This reportcan be generated to show the student ID of
students on your providers’ caseloads. It also wisahe total number of logs (and total tim
submitted for each student, by mon

» Medicaid Eligibility and Parental Consent Repc— This report displays te current Medicaid
Eligibility Status for all studentsTHAT HAVE BEEN ENTERED INTO EASYTRAC
e Only students with a “Y” in column - Medicaid Eligible areCURRENTLY eligible

» Services Report Fhis report displays the Related Services that haeen enterd on the
students’ Related Services table. This report DORST display individual service loc

» Active Student Extract This report will display any student specific infioration that has
been entered on the studes Personal Information screen. Whegenerating this report, the
only qualifier that needs to be changed is the “&bility” field, change the drop down to
LLALLH.

Once this report is generated, it will display intext format (columns may not line u
correctly). In order to view threport in a clean format:

Open Microsoft Excel and create a new, blank sprehde

Highlight all cells

Right click anywhere in the spreadsht

Select “Format Cells

Select “Text” on the ‘Numbers’ tab (this is VERY iportant b/c Excel will, by defauli
drop any leading zeros from any numbe

Click “OK”

Copy the entirgeport

Paste it into youmewly formatted Excel fil

Right click on your spreadsheet and sel “Paste Special”

Click the radio button to the left of “Text

Click “OK”

GhobpRE

HBOoOoNO

= o

Public Consulting Group, Inc.- EasyTRAC™ Administrator Training Manual Page 37



il

EASYTRAC

Documenting and Tracking Services Provided to Students

PUBLIC CONSULTING
GROup

LOGGING OUT OF EasyTRAC™

Lag Out || Main Menu | Students | Wizards | Reports | My Reports | Ky Info || PCG | Training Videos

To log out of EasyTRAC™:
1. Click the “Log Out"tab at the left of the menu bar
2. After you log out, close your brows
a) Click onFile in the upper left hand corner of your screen aet chooseExit.
b) Mac users Click the in the upper left hand corner of your scri
C) PC users €lick the ‘X’ in the upper right hand corner of yascreer

Note
* You can log ait from any part of the syste
* You do not have to go back to tiMain Menu
* You must log out of EasyTRAC™ and close your browieou:
- Step away from your comput
- Fini sh using the syste
- Leave for the day

** Always Log Out and Exit the Browser **

** |f you do not Log Out and close your browseryane can access informaticn EasyTRAC' or
record information under yolwgin name.
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